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Lesson Three: Requirements

Lesson Goal

At the end of this lesson you will be familiar with the fundamental areas that PRweb
supportsin the creation, review, approval, and submission of requirements information to
the Contracting Office. You will be able to effectively create a Purchase Request (PR)
and associated attachments, route the PR for review and approval, submit a PR to the
contracts facility and generate various reports provided by PRweb.

Learning Objectives
You will be ableto:

Definewhat a PR is and how its components work together.

Create and manage line item information.

Attach documentsto a PR.

Create a DD254 security classification form.

Route and approve PRs and their related documents within PRweb and PD?.

Generate PR Status Reports and Standard Reports.

Lesson Time

This lesson requires three hours.

Topics

Topic

Approach

Topic 1: Purchase Request

Hands-on application of PR and lineitem creation.

Topic 2: Attachments

Hands-on application of adding, viewing and removing
an attachment.

Topic 3: DD254

Ingtructor demonstration of the DD254 security form.

Topic 4: Routing and Approval

Hands-on application of creating route templ ates.
Hands-on application of approving and routing a PR
within PRweb. Hands-on application of routing from
PRweb to PD?, and from PD? back to PRweb.

Topic 5: Reports

Instructor demonstration of generating PR Status Reports
and Standard Reports. Hands-on application of changing
the Archive Days for your Ar chive folder.
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Key Terms
Attachment Supplemental information associated with a PR.

DD254 Security document attached to a PR describing the security
classfication that the item being requested requires.

Lineltem Specifications of what isbeing requested. Lineltemslist each
individua item being requested and indicate theitem’ s price,
receiver location, POC information, €tc.

PR Purchase Request. A document used by the Department of
Defense to allow a user to request all manner of durable goods
from a centralized contracting and inventory control location.

Routing Sheet Form that defines the order in which users receive PRs within
PRweb and PD”.
Standard Reports Pre-formatted reports that provide business process information.
Status Reports Reports that provide information on the status of PRs. Includes a
snapshot of the Milestone Plan, Salicitation and Award for aPR.
Key Points
PRweb assists you in the creation and e ectronic submission of PR forms.
Funding can be assigned baoth at the contract level and at the line item level.
The Standard Reports feature is very helpful for sorting through large amounts of
information.
The suggested attachment types for PRweb are any Microsoft Office documents
(Worda , Excdéd , and PowerPointa ).
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1. Purchase Request

The PR is the principle document supported within PRweb. PRweb enables you, the
requesting agent, to create, edit, route, approve, and submit aPR. The dectronic
interchange of the PR, aswell asthe ahility of the Requesting Office to track the status of
the PR, will provide an integrated solution to support paperless acquisition.

1.1 Hands-on Application: Creating a Purchase Request
1. Accessthe site-specific URL for PRweb.
2. Enter your usernamein User Name fidld.

3. Enter your password in the Password fied.

Note: The password entered must be a minimum of eight characters including one or
more special characters(eg., “ %" o “#’).

4. Click the[Login] button.
The PRweb user’ s desktop opens.

i PRweb =]

File Preferences Purchaze Reguest Help

I acquzer]

|Warning: Applet window

Figure 1: PRweb User's Desktop Window

5. From the menu, sdect Purchase Request > New.
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The Pur chase Request - New window opens.

i Purchaze Request - New =]
File  Line Item
Dezcription Purchaze Reguest Mumber
Purchase || [
REqUESt R equizition Date DPAS Prionty Rating | Prionty
|09-Jun-2000 f |
Main Form | Line tem | Contracts | Add!| Data |
Fequesting Office Select...l Type of Action
USA CECOM C31 ACQUISITION CEMTER |« (% Small Purchase " Grants/Coops &greement
VINT HILL FARMS STATION ™ Competed Contract ™ Sealed Bid

ATTN: AMSELACVHAHE BASE OPS (" NonCompeted Contract
SARPERITOR W 2 M1OF F1T2

™ F55/G54 Scheduls
" Manufacturer Sole Source  Commercial

Issuing Dffice Select...l ™ Deliveny Order ™ MIB / MNISH / FFI
LS4 ENGINEER DISTRICT, NORFOLE, & |~ Task Order
ATTN: CENAD-CT

Comments

el I

803 FRONT STREET
RIORFMLK W TR0 098

Suggested Yendor(z) Add...

|Warning: Applet Window

Figure 2: Purchase Request — New — Main Form Tab

The PR contains four tabs for ease of use and navigation: Main Form, Line Item,
Contracts, and Add'| Data. Each tab provides the ability to input different Requirements

information.

Note: Theonly required fields on the PR are the Description and PR Number fieds.

Header information isvisible at the top of the window and remains visible from every tab
of the PR. The Requisition Date field defaults to today’ s date and is not editable.

1. Enter adescription of the PR in the Description fied.
2. Enter anumber in the Purchase Request Number field.

3. Enter aDefense Priority Allocation System (DPAYS) priority rating in the DPAS

Priority Rating fied.
4. Enter apriority inthePriority fied.
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1.2 Main Form Tab

The PR opensto the Main Formtab. The Requesting Office field defaultsto the
Requesting Office of the contact that was selected when you registered. Thelssuing
Office fidd defaults to the site-specific Issuing Office address that was sel ected by the
System Adminigtrator in Site Management.

1. Sdect thedesred Type of Action radio button.

2. Enter any specific information that can be required for the Contracting Officer in the
Commentsfied.

3. Click the [Add] button in the Suggested Vendor (s) field to search the database for a
vendor.

The Vendor Address Search window opens. The Search Criteriafield defaults to
the universal search symbol (% ). The Vendor Search feature will display approved
vendorsin the PD? database. Y ou can refine your search as required by using the
Sear ch By radio buttons.

Yendor Address Search
Search Criteria Search By
Fﬂ? % Code " Phone Mumber
" Mame " Zip Code
Search i Select i Cancel I ¢ State
Code | Organization | Street | City | State| Zip I:::n:lel A

7| =

|\ arning: Applet Window

Figure 3: Vendor Address Search Window

4. After entering the search criteria, click the [Sear ch] button.
5. Click the [Search] button.

6. Highlight the desired vendor, and click the [Select] button to select a suggested
vendor.

Note: The[Add] button becomes the [Mor €] button after selecting one Suggested
Vendor (9).

7. Click [OK] to close the summary.

8. Enter comments about the requirement into the Commentsfield.
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Additional Suggested Vendors

1. Click the [Mor €] button next to the Suggested Venor (s) fied.
The Vendor Summary View window opens.

1 Yendor Summary Yiew

=] B3
Vendor Summary View

L e S e T [t

AMERICAMN MAMAGEMENT 4114 LEGAT! FAIRFAX Ve 22033 F03-227-55
182037705 BalLL AEROSPACE 10LONGS 0 BROOMFIELD CO  80020-251

Remove

]

Cancel
|Warning: Applet Window

Figure 4: Vendor Summary View Window

2. Click the [Add] button.

The Vendor Address Sear ch window opens.

AcquiLine PRweb v2.0 6
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Vendor Addresz Search

Search Criteria Search By

IE % Code " Phone Mumber

= Mame " Zip Code
Search | Selent | Cancel | € State
Code | Organization | Street | City | State| £ip Eu:n:lel A

LI 3

|Warning: Applet window

Figure5: Vendor Address Search Window

3. After entering the search criteria, click the [Sear ch] button.
4. Highlight the desired vendor address.
5. Click the [Select] button.

The Main Form tab displays with the sdlected vendor(s) in the Suggested Vendor (s)
fidd.

Delete a Suggested Vendor

1. Click the[More€] button.

The Vendor Summary View window opens.
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1 Yendor Summary Yiew

M=l E3
Vendor Summary View
am 724 AMERICAM MAMNAGEMEMT 4114 LEGAT! FAIRFA WA 22023 F03-227-565
182037705 BALL AEROSPACE 10LOMGS D BROOMFIELD  CO 0 80020-251
N 3
........... Add._l Hemuve |:|K I:ar":e'
|Warning: Applet Window

Figure 6: Vendor Summary View Window

1. Highlight a vendor and click on the [Remove] button.
2. Click [OK] to return to the Main Form tab.
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1.3 Line ltem Tab

The Line Item tab enables you to create Contract Line Item Numbers (CLINs) and
SubCLINSs, and assign Contract or Line Item level funding. PRweb providesthe
capability to assign Contract level or Line Item level funding for a CLIN.

Click the Line Item tab.

i Purchase Request - 123Train

=]
File  Line Item
Dezcription Purchaze Request Mumber
Purchase | [Ii:o [123T1ain
Requeat Requizition D ate

Priority

DPAS Priority F ating
J0B-Gep-2000 f

tain Form ~ Line lem | Contracts | Add| Data |

Total Funding |$D_E|D Contract Level Funding HMew. |

* alves may he munded fordigalay pumposes.

|| Mumber | Descripton [ Quankiy [ Unitoflssue]  UnitCost |  TotalCost | |

Total Cost: [$0.00

|Warning: Applet \Windaw

Figure 7: Purchase Request — New — Line Item Tab
131 Createa CLIN

From the menu, sdect Lineltem - New = CLIN tocreatea CLIN.

TheLine Item Detail — New window opens as shown on the next page.

AcquiLine PRweb v2.0
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i Line Item Detail - New =] B3
File  Funding

Murnber Dezcription

{0001 [

Detail | Descriptin:nnl Fundingl Shippingl

Line ltem Detail

Delivery D ate: I l:l | ~|apc)
Start Date End Date

Period of Performance: I I

CLIN Type: & Priced " Info Only

Extended D escription:

[uiantity E ztimated Unit Price Eztimated Line lkem Cost
[tem Calculation: I X I = I
Periad: " Option * Baze Opt $#: I Unit of lssus
MILSTRIP: | | ~|

|Warning: Applet window

Figure 8: Line Item Detail — New-Detail Tab

TheLine Item Detail window contains four tabs: Detail, Description, Funding, and
Shipping. The Detail tab provides ddivery information and item description, quantity
and estimated cost. The Description tab provides additional information pertinent to the
CLIN/ SubCLIN. The Funding tab provides CLIN level funding information. The
Shipping tab provides specific shipping information for the CLIN/ SubCLIN.

13.1.1 Detail Tab

The Detail tab enables you to enter information pertaining to the CLIN.

Note: TheNumber fidd defaults to the next consecutive integer when starting new
Lineltems. Sincethisisthefirst Line ltem for this PR, the number is“0001".
Thisfield is editable and is visble from every tab of the Line Item Detail
window.

1. Enter adescription for the Line Item in the Description field.

Note: TheDescription field isvisible and editable from every tab of the Line Item
Detail window.

2. Enter adatefor deivery in the Delivery Date fied.
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Note: You can enter Period of Performance starting and ending dates in the Period of
Performance Start Date and Period of Performance End Date fiedlds. You
must enter either a Period of Performance, Delivery Date, or ADC (After Date
of Contract).

3. Enter amore detailed description of the Line Item in the Extended Description field.
4. Enter the number of items you are requesting to purchase in the Quantity field.
5. Enter an estimated price for each item in the Estimated Unit Pricefield.

Note: Thevaueinthe Estimated Line ltem Cost fidd is calculated from the values
entered in the Quantity and Estimated Unit Price fidds.

6. Enter aMILSTRIPinthe MILSTRIP fidd.
7. Select aunit of issue from the Unit of | ssue drop-down list box.

Note: The Units of Issue sdected in Lesson 2, Topic 8 display.

1.3.1.2 Description Tab

The Description tab enables you to enter additional information pertaining to the CLIN.
You can include information such as Manufacturer, Drawing Number, and National
Stock Number .
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1. Click the Description tab.

i Line Item Detail - New

File  Funding

Line ltem Detail

Murnber

Dezcription

IS [=] E3

{000z

Detail  Description | Fundingl Shippingl

b anufacturer:

b anufacturer
Part Mumber:

‘Wendar Murnber:

Prod. /Cat. Humber

Spec. Murber:

Serial Humber;

Fiece Mumber:

|
!
|
|
Drrawing Mumber: I
|
|
|
|

tadel Murber:

Select. . |

Color: |
Size: |
SMIC: |
NSH: |
Project |
Fsc | =l
sic | =

|Warning: Applet window

Figure 9: Line Item Detail — New — Description Tab

2. Click the [Select] button to the right of the Manufacturer field to select a

manufacturer for theitem.

The Vendor Address Sear ch will display all of the vendors from the PD* database.

3. Enter the pertinent information for the Line Item description in their respective fidds.
4. Select acode from the FSC drop-down list box.
5. Sdect acode from the SIC drop-down list box.

Note: The FSC code and SIC code sdlected in Lesson 2, Topic 8 display.

1.3.1.3 Funding Tab

The Funding tab enables you to add Line Item level funding and assign a Job Order. It
can display all funding information for the given CLIN. In thisexercise, you will add

Line Item funding and a Job Order for the CLIN.

AcquiLine PRweb v2.0
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Click the Funding tab.

i Line Item Detail - 0001 M=l E3

File Funding

Line ltem Detail Murnber Dezcription

{0001 | Training

Detaill Descrigtion  Funding | Shippingl

ol 3

|Warning: Applet Window

Figure 10: Line Item Detail — New — Funding Tab

1.3.1.3.1 AddLineltem Level Funding

1. From the menu, sdect Funding = New to open the Funding Sour ces— New
window.
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Funding Sources - New
Funding Sources

Hurnber: |I:|I:|I:|‘| Description: IT[aining
Tatal Estimated Cost: |$ED,EIEIIZI.EID
Fund Strip: 0 e | Manage...l

Funded Amout: |$2EI,EIEIEI.EIEI Cozt Code: |EIEIEIDEIEIEIEIEIEIEIEI Fund ACEM: I

[JobOrder [ EspisonDate [ Quanty[  Fundeddmount | ads. |
Bif... |

Total Cluantiby: I Total Amount; I [ielete |

(]9 | Cancel |

|'W'arning: Applet wWindow

Figure 11: Funding Sources— New Window

2. Click the[Manage] button.
The Funding Strip Sear ch window opens.
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Funding Strip Search
Search Critena: IE =earch By
i Code
MHew. .. | Edlit.. | [Eap.. | [ElEte | T User D
Search | Selent | Cancel | Template: IM 'I
Code | zer D
0 | 3
|Warning: Applet Window

Figure 12: Funding Strip Search Window

3. Click the [New] button to create a new funding strip.

Army Funding Stiip - New E

Funding Strip:

Departrent Code(2):

Figzal ear(1]:

Apprapriation/B azic Symbal[4]: Lirnitation[4]:

Fraograrn r'ear(1]: Operating Agency(2):

Element of B ezource(d): MOER/SODPEL

Document Reference Mumber[14]: Arcounting Processing Code[B]:

|
|
|
Allatment Serial Mumbern(4); I Frogram Element[11]:
|
|
|

Fizcal Station Mumber[E]:

Select Template:l-"—"-lm}' j' CUOE Y Cancel

|Waming: Applet wWindow

Figure 13: Army Funding Strip — New Window

4. Enter the appropriate funding strip information in the various fields of the Funding
Strip — New window.
5. Click [OK] to return to the Funding Strip Sear ch window.

The new funding strip displays in the table on the Funding Strip Sear ch window.

AcquiLine PRweb v2.0 15 October 3, 2000

Student Guide: Lesson Three —Requirements
AMS Pranriatarv — Nnt far NDieclnciira Niniteide the Gnvarnmant



Funding Strip Search

Search Critena: IE =earch By
& Code
MHew. .. | Edi... | Copy... | Delete | T User D
Search | Select | Cancel | Template: I.-'l'-.rn'l_l,I ;I
Code zer D

ABADHWIB47 20MS 2345678901 GHGHT 234561 23456 78901 2341 234561 23456 acquzer]
1212341231144 1111111111 acquzer]
E7IEEEET 2340018231 394 2007 28059294 22027 474593401 923481 4918343019413 acquzer]
BI9EEEE1 2340018831 394 2857 28859294 22027 47459340193481 4918349019413 acquzer]
=l 3

|Warning: Applet Window

Figure 14: Funding Strip Search Window

Note: You can aso copy, edit and delete existing funding strip information from this
window by clicking the appropriate button.

6. Highlight the new funding strip.
7. Click the [Select] button.

1.3.1.3.2 Hands-on Application: Create a Job Order

You can create a Job Order to assign to a CLIN.
1. Click the [Add] button to theright of the Job Order fidd.
The Attach Job Order — New window opens.

Attach Job Order - New

Job Order: [ - | oo

Funded Amaount; I'I 00000, 00000

Funded Cluantiby: I‘I n.o

] Cancel

|'W'arning: Applet Wwindow

Figure 15: Attach Job Order — New Window
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2. Click the [New] button.

The Create New Job Order window opens.

Create Mew Job Order

Jab Order Mumber: i

Funds Expiration Date:; l

k. i Cancel

{\wiarming: Applet Window

Figure 16: Create New Job Order Window

3. Enter ajob order number in the Job Order Number fied.
4. Enter a Funds Expiration Date in the Funds Expiration Date field.

Note: Besuretousethe MM/DD/YYYY format for the date or use the pop-up
calendar.

5. Click [OK] to save the new Job Order.

The Create New Job Order window closes and returns you to the Attach Job
Order — New window.

6. Click [OK].
The Attach Job Order — New window closes and returns you to the Funding
Sour ces — New window. The Job Order Number and Funds Expiration Date display
in their respectivefields.

1.3.1.3.3 Hands-on Application: Assign a Job Order

You can also assign an existing Job Order to the CLIN if necessary.

1. Click the[Add] button to the right of the Job Order field on the Funding Sour ces -
New window.

The Attach Job Order — New window opens.

Attach Job Order - New
Jaob Order: [ - | e |
Funded Amount; I’w"

Funded [uantity; IN.I:-‘-.

k. Cancel

{wiarning: Applet Window

Figure 17: Attach Job Order — New Window
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2. Click the [New] button to create a new Job Order.

Note: You can sdect an existing Job Order from the Job Order drop-down menu or
create a new Job Order to apply to the CLIN.

Create Mew Job Order

Job Order Humber: 444001

Funds Expiration Date:; !'I £31.42000

[k i Cancel

!-Warning: Applet window

Figure 18: Create New Job Order Window

3. Enter thedesred Job Order Number and Funds Expiration Date in their
respective fidds.

Note: You must usethe MM/DD/YYYY date format.

4. Click [OK] to save the new Job Order.

Note: You can edit or delete existing Job Order information by using the applicable
buttons on the Funding Sour ces window.

1.3.1.4 Shipping Tab

The Shipping tab enables you to enter detailed shipping information for the CLIN.
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i Line Item Detail - Hew | [O] =]
File  Funding
Line ltem Detail Murnber Dezcription
]I:IEIEH ]Training Purpozes

Detail | Description | Funding Shipping |

Addregs:

Select... 1

E D estination __v__j

F.O.B:

Additional Markings

Charge Shipping Tu:u:j
Shippinig kMode: ]

HaZMMAT:
Select...

Wwatning: Applet Windaw

Figure 19: Line Item Detail — New — Shipping Tab

1. Click the[Sdlect] button next to the Address fidd.
The Ship To Contact Sear ch window opens.

Ship To Contact Search
Search Criteria Search By
]Training Command " Code ' [Organization Mame

Search 1 Select 1

" Contact Hame

Cancel 1 " State

" Phone Mumber
" Zip Code

Contact Code

Organization City

Zip Code | Phone Murmber

John Doe Training Carmmand S22 [F13] B55-4114
Jane Doe Training Carnmand F airfas 22033 [F03] 555-4114
Chip Douglas Training Command Fairfax 22033 [F03)555-4114
Jid | =

:.‘v\-.’.e.urni-ﬁg: .-’-'-._ﬁp.l.ét window

Figure 20: Ship To Contact Search Window

2. Click the [Search] button to search the PD? database for existing Ship To Address
information.

3. Highlight thefirgt address and click the [Select] button.

The Ship To Contact Sear ch window closes and the contact information displaysin
the Shipping tab.
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4. Enter any additional shipping information.

5. Click the [Select] button to designate the mode of shipment in the Shipping M ode
fidd.

The Shipping M ode Sear ch window opens.
6. Conduct a universal search for the Shipping Mode by clicking the [Sear ch] button.
7. Highlight Military Official Mail and click the [Select] button.

The Shipping M ode Sear ch window closes and the Shipping Mode now displaysin
the Shipping M ode fidd.

8. Enter HAZMAT information in the HAZMAT fidd.
9. From the menu, sdect File > Update.

TheLine Item — New window closes and returns you to the Pur chase Request

window.
i Purchase Request - Hew I =]
Fil=  Line ltem
Dezcription Purchaze Request Mumber
Purchase | [Training PR jaBC123
ReqUESt R equizition [ ate DPAS Priarity Fating | Priority
|30-Dec-1999 D1 1

Main Form  Line tem | Cortracts | Add) Data |

Total Funding i Contract Level Funding HMew. . j
. * lalwes way he munded foradisolay pumoses.
Hurnber | Dezcription | [ILiartity | I rit of Issue| Uit Cozt | Total Cost *
Qom Training Purpozes 1.0 Each 1.00 $1.00
Total Cost: i

i'W'arning: .-“-‘-.Eﬁlet ‘Window

Figure 21: Purchase Request — New - Line Item Tab

1.3.2 Createa SubCLIN
The creation of a SUbCLIN issimilar to the creation of aCLIN. There are afew

differences. For example, if you had apriced CLIN, the CLIN Type defaultsto Info
Only in accordance with the Defense Federal Acquisition Regulation (DFAR).
1. Highlight the CLIN you just created.

2. Fromthemenu, sdect Line ltems > New = SubCLIN.
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TheLine Item Detail — New window opens.

i Line Item Detail - New =] B3

File  Funding

Murnber Dezcription

Line ltem Detail
000101 |

Detail | Descriptin:nnl Fundingl Shippingl

Delivery Date: I l:l | ;l ADC )
Start Date End Date

Period of Performance: I I

CLIN Type: ) Friced) & o Ehly

Extended D escription:

[uiantity E ztimated Unit Price Eztimated Line lkem Cost
[tem Calculation: I X I = I
Periad: " Option * Baze Opt $#: I Unit of lssus
MILSTRIP: | | ~|

|Warning: Applet window

Figure 22: Line Item Detail — New — Detail Tab

Note: The SubCLIN Number defaults to the next sequential number. Thisfieldis
editable and is visible from every tab of the Line Item Detail window.

3. Enter adescription for the Line Item in the Description field.

Note: TheDescription field isvisible and editable from every tab of the Line Item
Detail window.

4. Enter adate for deivery in the Delivery Date field.
5. Enter amore detailed description of the Line Item in the Extended Description field.

Note: Sincethisisan Info Only SubCLIN you cannot enter Item Calculation
information.

6. From the menu, sdect File > Update.
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i Purchase Request - 123Train =] E3
File  Line [tem

Dezcription Purchaze Request Mumber
Purchase | [Traiing [123Train
Requeat Requizition D ate DPAS Prionity Rating | Priority
[14-Jun-2000 f f

tain Form ~ Line lem | Contracts | Add| Data |

Total Funding |$1_E|D Contract Level Funding e |

* alves may he munded fordigalay pumposes.

e et s U | Tt st

aoom Training Purposes 1.0 Each $1.00

Total Cost: [$1.00

|Warning: Applet \Windaw

Figure 23: Purchase Request — New- Line Item Tab

Note: Theblue[+] sign next to CLIN “0001” indicates that thereisa SubCLIN
associated with the CLIN.

7. Click the blue[+] sign next to CLIN “0001” to display SubCLIN information.
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i Purchase Request - 123Train =] E3
File  Line [tem

Dezcription Purchaze Request Mumber
Purchase | [Traiing [123Train
Requeat Requizition D ate DPAS Prionity Rating | Priority
[14-Jun-2000 f f

tain Form ~ Line lem | Contracts | Add| Data |

Total Funding |$1_E|D Contract Level Funding e |

* alves may he munded fordigalay pumposes.

e et s U ot Tt st

aoom Training Purposes 1.0 Each $1.00
000101 Training SubCLIM

Total Cost: [$1.00

|Warning: Applet \Windaw

Figure 24: Purchase Regquest — New — Line Item Tab

1.4 Contracts Tab

The Contracts tab enables you to designate the Suggested Contract Infor mation,
Contract Number and Suggested Pr eference Progr ams by inputting the appropriate
information into the respective fields.

1. Click the Contracts tab.
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i Purchase Request - Hew M =] E3
File  Line ltem

Deszcription Purchaze Fequest Mumber
Purchase  [Tiiing PR |ABC123
ReqUESt Requizition D ate DPAS Priority Bating | Friarity
[30-Dec-1999 {01 1

Main Farm l Line ttem Contracts l Add'| Data ]

Suggested Contract Infarmation

= Delivery Order ) Modification

Contract Humber Select...i

Suggested Preference Program

I [l

im:ﬁaihg.ﬁ.pplet window

Figure 25: Purchase Request -New - Contracts Tab

2. Sdect the Delivery Order radio button.
3. Click the[Select] button in the Contract Number field to select a Contract Number.
The Attachment Sear ch window opens and displays all available Contractsin PD?.

Attachment Search Ed

Search Criteria Dacurnent Type
IE IEDnstructiDn Contract Award =]
Search By
Search | Celeat | Cancel I & Document Mumber " Docurment Title
D ocument Mumber | Document Title

|'W'arning: Applet Window

Figure 26: Attachment Search Window
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4. Sdect adocument type from the Document Type drop-down list box.
5. Click the [Search] button to display all available contracts.
6. Highlight a contract and click the [Select] button.

The Attachment Sear ch window closes and the Contract Number field displays the
selected contract number.

7. Select aprogram preference from the Suggested Pr eference Program drop-down
list box.

1.5 Additional Data Tab

The Add'| Data tab enables you associate additional information such as Point of Contact
and Security Clearance classification information.

1. Click the Add'l Data tab.

Note: TheKO Notesfieldis provided for the KO to input any additional information
for the requirement in PD? If the PR is returned to the PRweb use, the KO Notes

will display.
i Purchase Request - Hew M=] E3
File  Line [tem
Dezcription Purchaze Request Mumber
Purchase | [Trainina PR |sBC123
Requeat Hequisit.icun Ijate DF'.-’-‘-.S. .F'rit.lrit._l..l IEE;ating F.'riﬁ-rit_l,l
[30-Dec-1999 |D1 [1

hain Form | Lire ftem | Contractz  Add'l Data |

Additiohal Point of Contact [POC] Infarmation Select...! Security Clearance Required

%' Unclazsified ' Secet
" Confidential " Top Secret

KO Haotes

i'W'arning: Applet \Windom

Figure 27: Purchase Request -New — Add’| Data Tab

2. Fromthemenu, sdlect File > Save.
3. From the menu, sdect File > Exit.

4. Click the[Y es] button on the Save Confir mation window to save the document.
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Note: By clicking the[Y es] button you are saving the document. Thisisa good habit
to get into to ensure that you have saved your PR. Once the PR is saved, the
Description and Purchase Request Number fields are not editable. You can
change the PR Number by sdlecting Pur chase Request > Renumber from the
desktop menu bar.

1.6 Hands-on Application: Viewing a PR Summary Report

You can view asummary of a particular PR. This summary provides a snapshot of your
PR. You can view the cummary report within PRweb, then print it out if necessary.

To view a PR Summary, perform these steps:

1. Double-dick on the Drafts folder to open it.

2. Highlight the PR that you just created.

3. From the menu, sdlect Purchase Request - View Summary.

The Pur chase Request Summary View window opens.

Purchaze FBequest Summary Yiew
Description: Training PR =
Mumber: ABRCI23
Requizition D ate: 30-Dec-1999
DPAS Priority Bating: 0Nl
Priority: 1
Type of Action: Small Purchaze
Comments: |

Requesting Office:

Training Command, 4114 Legato Road, Farfax, W 22033
lzzuing Office:

Procurement Base, 1234 Elm Street, Fairfax, V& 22033
Suggested Yendors:

Suggested Contract Information:  Delivery Order
Contract Humber:

Suggested Preference Program: ‘J:J
i‘ R = S L ! -

Frint HTML Report | {

i.‘;\farning: Applet Window

Figure 28: Purchase Request Summary View Window

4. Clickthe[Print HTML Report] button to begin the printing process.
A Browser window opens and displays the summary report in HTML format.
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3 Custom Flepurts Microzoft Internet Explorer

J ile  Edit Mew Favortes Tools  Help |ﬁ
(e » 9 O al@a & *
|

Hach Farinand Stop Refresh  Home Search Favaorites
Links * J.ﬁ.ddress !@ http:/ famsine. com/acquiline freport. htrl ;! o Go
PR SUMMARY E
Description: Trammng PR
Number: ABRCI23 =

Requisition Date: 30-Dec-199%
DPAS Priority D1

Rating:

Priority: 1

Type of Action: =mall Purchase
Comments:

Requesting Office:

Tratning Command, 4114 Legato Foad, Fairfas, WA 22023
Issuing Office:

Pracuretnent Fase 1254 Flm Street Faufaw WA 221095

&] Done L Intemet

S|

Figure 29: Custom Reports Window

5. Toprint the PR Summary report, select File> Print from the browser menu.
6. From the menu, sdect File > Close.
Thisreturns you to the Pur chase Request Summary View window.

7. Click the [Close] button to close the Purchase Request Summary View window
and return to your desktop.
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2. Attachments

You can add any procurement-rel ated documents to the PR as an attachment. Although
you can add any file type in PRweb, only Object Linking and Embedding (OLE)
compatible files are readable in PD?. Examples of OL E-compatible documents are
Microsoft Office documents.

2.1 Adding an Attachment
1. On your desktop, double-click on your Drafts folder to open it.
2. Sdect the PR that you created in the previous topic.
3. From the menu, sdect Purchase Request > Open.
The Pur chase Request window will open.
4. From the menu, sdlect File > Attachments.

The File Attachments window will open.

File Attachments | %]

Attached Documents Add. I

HEmEie

Cloze

Dezcrption:

IWarning: Applet Window

Figure 30: File Attachments Window

5. Click the [Add] button to add a new attachment.
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Hew Attachment E

Filenarne: I

Drescrption:

iSelect FiIe...E Cancel

!'W'arning: Applet "Window

Figure 31: New Attachment Window

6. Enter thefilename and extension of the document you want to attach in the Filename
fidd.

7. Enter adescription of the file you are attaching in the Description field.

Mew Attachment

Filenarme: iSEIW.u:In:n:

Dezcrption: |Statement of \Work,

Select File... Cancel

!Warning: Applet Window

Figure 32: New Attachment Window

8. Click the[Select File] button to designate the path of the file you are attaching.

A Browser window will appear. Thiswindow instructs you to upload the
attachment.
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/] PRweb Attach File - Microsoft Internet Explorer

J File Edit “iew Favoites Toolz Help

|@ Daone

: = =
SR R AT e B R = R
Bach Foriarnd Stop Refrezh Home Search  Fawvartez  History 14 ail PFrint Meszenger
J Address I@ http:#/spsnet! - 8080/ Acquiline /PRwebéttachFile?db_name=acq_dbkseq_id=1%aob{_id=1728%ast_updt_usr=acquserS j f») Go
J Lirks @ Acquiline @ Customize Links @ Free Hatmail @Windows Media @Windows
Select a file to attach.
| Browse... | Aftach |
Mote: PRweb allows you to upload any file on your desktop. However, we strongly recommend that you attach
documents that can be interpreted by the desktop software used by your Contracting Office and other PRweb users.
Microsoft Office® documents are preferred.

U] [ Localintanst

Figure 33: PRweb Attach File — Microsoft I nternet Explorer Window

9. Click the [Browse] button to search for the path of the file you want to attach.

The Choose file window opens.

Choosefle — HEH|
Look in: |¢:_3 PR Attachments _:I ﬁ]

% T echnical Drawings

File narne: ISEI'W' Open

Files of type: |41l Files %) ] |

Cancel

Figure 34: Choose File Window

10. Find the path of the file you want to attach, highlight thefile, and click the [Open]
button.

11. Click the [Attach] button to attach the file and its path to the PR.
You will be notified of the document’ s successful attachment.
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12. Click [OK] after you are notified that the file was attached successfully.
The attachment will now show in the Attached Documents box.

File Attachments

Attached Documents PoAdd.

Dezcrption:

. Statement of Wark

":N':arning: ..-.i‘;.pplét W indon

Figure 35: File Attachments Window

Note: The Description field below the Attached Documents field cannot be edited.

2.2 Viewing an Attachment

You can view an attachment that has been added to a PR. Thiswould be applicableif a
PR was routed to you and you needed to view the attached documents.

1. From the PRweb user’ s desktop, open a PR.
2. From the menu, sdect File > Attachments.

The File Attachments window opens.
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File Attachments

Attached Documents A

iew...
_femve |

Remove

Claze |

Dezcrption:

. Statement of Wark

":N':arning: ..-.i‘;.pplét dindon

Figure 36: File Attachments Window

3. Highlight the attached file, and click the [View] button.

The Viewing I nstructions window opens.

Viewing Instructions

Microzoft Office, plain text and HTML documentz and
JPEG and Bitrnap images will be automatically
dizplaged in a new brovser window,

In order ko view all other attachments, you must:

1. Save the downloaded file to a temparary directony
2. Rename the file ta itz anginal name
3. Open the file with the appropriate application

Click OF. ta continue.

] Cancel

W Abways view attachment instractions.

|Warning: Applet Window

Figure 37: Viewing I nstructions Window

4. Click [OK] after taking note of the ingtructions.

Note: If changes were made to the attachment, the user must remove the original object
and re-attach the updated object.
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2.3 Removing an Attachment
Y ou can also removefiles that you have attached to the PR.

In the File Attachments window, highlight the attached file you want to remove, and
click the [Remove] button.

File Attachments

&ttached Documents PoAdd.

Dezcrption:

. Statement of Wark

":N':arning: ..-.i‘;.pplét dindon

Figure 38: File Attachments Window
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3.

DD254

The DD254 menu option enables you to attach a contract Security Classification
Specification (DD254) to the PR. The DD254 is aform that deals with security issues
pertaining to a PR. PRweb allows you to fill out the DD254 and associate it with a

particular PR

1. From your desktop, open an existing PR.

2. From the menu, sdect File > DD254.

: DD254 - 123Train
File

ttems 1 - 5 | rtemSE-EII s 10 - 11 | tems 12 - 13 | ﬂems14-15| ﬂems15-1?|

[ B3

DEPARTMEMT OF DEFEMSE
COWTRACT SECURITY CLASSIFICATION SPECIFICATION

[The requirements aof the Dol Industrial Security Manual
apply to all zecurity aspects of this effart. |

1a. FACILITY CLEARANMCE REQUIRED

b LEVEL OF SAFEGUARDING REQUIRED

2 THIS SPECIFICATION 15 FOR: [complete as applicable]
™ a PRIME CONTRACT MUMBER

" b, SUBCONTRACT MUMBER

& o SOLICITATION OF OTHER MUMBER  Due Date

[123Train |

3 THIS SPECIFICATION 15: [complete az applicable]
% a3 ORIGIMAL [Complete date in all cases)

Date: |28-Sep-2DDD

™ b. REWISION [Supercedes all previous specifications]

Few. #:I Date:l

" . FINAL [Complete Item 5 in all cases)

Date; I

4 15 THIS A& FOLLOW ON CONTRACT? € Yes € Mo

thiz fallow-on contract,

Clazzified material received or generated under I [Preceding Contract Humber] is transferred to

If pez, complate the fallowing:

515 THIS & FINAL DD FORM 2547 Cer Mo

In rezponze to the contractor's reguest dated I retention of the identified clagsification matenal iz

If yes, complete the following:

authaorized for the period of: | through I

|W’arning: Applet Window

Figure 39: DD254 - <PR Number> Window

3. Enter the appropriate information to complete the DD254.

Note: The DD254 contains 6 tabs: Items 1-5, 6-9, 10-11, 12-13, 14-15, and 16-17. Fill

in all applicable information.

4. From the menu, sdect File > Update to return to the PR.

5. From the menu, sdect File > Save.

6. From the menu, sdect File > Close to return to the desktop.
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4. Routing and Approval

PRweb supports the e ectronic routing and approval of PRswithin PRweb. Y ou can route
PRs from PRweb to PD?, and from PD? back to PRweb. You can aso review the
Approval History of a PR created in PRweb or PD?. In addition, PRweb provides

business level security groups that allows you to predetermine the approval process for a
PR.

4.1 Route Templates

The ability to create personal route templatesis granted at the security group level.
Members of security groups with access to route to all users can create personal route
templates to complement approval processes. Templates are a predefined route that the
PR travels from creation to final approval. Route templates that you create will only be
available on your user account.

4.1.1 Hands-on Application: Creating Route Templates
1. From the menu, sdect Preferences - Route Templates.
The Templates window opens.

i Templates

I ame | Dezcription

Fundsz &pproval  Accountantz
Auditing Comphance Officers

P amning: Applet Window

Figure 40: Templates Window

2. Click the [New] button.

The Template — New window opens.

AcquiLine PRweb v2.0 35 October 3, 2000
Student Guide: Lesson Three —Requirements
ANMS Pranrietarv — Nnt far NDierlaciire Niiteide the GAavvernment



3. Enter anamefor the template in the Name field.
4. Enter adescription of the templatein the Description field.
5. Sdect the appropriate View Routees By radio button.

Template - Hew

M arne: I

Description: |

Yiew Houtees By -

Man-tMembers

ACHUSERC
&CH USER D
ACH USER E
&CHUSER F
ACQUILIME USERA
ACHUILINE USERA
ACOUSER B
ACOUSERTD
ACHUSERTO
& GAaMNZEMULLER

Foute to PDE User:; I

Wiew Groups... |

Cancel I

|Warning: Applet window

Figure 41: Template — New Window

Note:

The Non-Memberslist box displays all available users or groups to add to the
routing sheet. As users are added to the route template their user name or group
name displaysin the order they were selected in the Member slist box.
Members must be placed in routing order on the routing sheet. The user in the
zero position isthe creator of the PR and cannot be deleted from the routing
sheet.

6. Sdect membersfor the new template by highlighting desired non-member(s) and
cicking the[ » ] button.

Note:

For training purposes, you can select any one user to the route template.

7. Click the [Select] button to select a Route to PD? User.

Note: The Route to PD? User identifies the Contracting Representative who will

initially receive this PR.
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Select PDE Uszer

Systemn Adminiztrator

Select i Cancel

|Warning: Applet Window

Figure 42: Select PD? User Window

The Select PD? User window opens and displays all available PD* users.
8. Highlight the System Administrator and click the [Select] button.
The System Administrator displaysin the Route to PD? User field.

Template - Hew

M arne: IT raining Template

Dezcription: IT emplate for Training

View Boutees By : % |zer

" Group
Mon-tembers 1= tembers
ACQUSERC 1-ACQUSER1O
ACOUSER D _|
ACUUSERE

&CHUSER F
ACQUILIME USERA
ACHUILINE USERA

ACOIUSER B E
ACQUSERTO
AL GAMZEMIILLER -

Foute to POE User: IS_I.Istem Adrministratar Select.. |

M Gru:uups...l ] | Cancel I

|Warning: Applet window

Figure 43: Template — New Window
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9. Click [OK] to save the new template and close the Template — New window.

4.1.2 Hands-on Application: Editing Route Templates

You can edit existing route templates to add or remove users from the template.

1. Highlight the route template you just created.

2. Click the [Edit] button.

Template - Training Template

M arne: IT raifing T emplate

Dezcription: I Template for Training

Yiew Houtees By :

MHon-tembers j

0011
123456748
B1200

BB

BUILD
Daviz

FIM

[Eroup E-
Jems G

PJS -

Members

1-ACOUSERTO

Foute to PDE User:; ISystem Adrniniztrator

Select |

Wiew Groups... |

ok |

Cancel |

|Warning: Applet wWindow

Figure 44: Template - <Template Name> Window

Note: Thetemplate namein the Name field is not editable.

3. Sdect additional members for the template by clicking the appropriate View Routees
By radio button and highlighting users or groups in the Non-Members window and
cicking the[ » ] button.

4. Remove members from the template by highlighting desired members(s) and clicking
the[ ¢ ] button.

5. Select adifferent PD? user to route to by clicking the [Select] button next to the
Route to PD? User field. Then highlight the desired PD* user and click [Select].

6. Click [OK] to save the changes and close the Template window.

7. Click the [Close] button to return to the desktop.
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4.1.3 Hands-on Application: Deleting Route Templates

Y ou can delete route templates if necessary.

1. Inthe Template window, select a route template that you wish to delete.
2. Click the [Delete] button.

3. Click the [Close] button to return to the PRweb desktap.

4.2 Hands-on Application: Routing a Purchase Request

Y ou can route PRs within PRweb to other registered requesting agents. Routing the PR
within PRweb facilitates the Requirements approval process by e ectronically sending the
document to the appropriate approving authorities. If you have custom routing
privileges, you can route a PR to one or more users, to groups, or via atemplate.
Otherwise, you must route via one of the templates assigned to you.

Note: Thisapplication presumesthat the user has the security privilegesto create a
custom routing shest.

1. Highlight your PR in the Drafts folder.
2. From the menu, sdect Purchase Request - Route.
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Routing Sheet - Training PR

Routing Sheet

View Routees By ™ &l Users
£ Group Templates:

™ Template :,_I

[leer ﬂ Route To
acquzer 2 0- acquser]
acquser 3

acquser 4
acquser 5

Route to PO User: i Select l
Wiew Groups. .. | 0k, I Cancel I

i-;';'-.faming: Applet wWindow

Figure 45: Routing Sheet - <PR Name> Window

Note: You can add usersto the routing sheet. The creator of the PR is automatically
added to the Route Tolist. You can display user lists by All Users, Groups and
Template. Sdecting the All Usersradio button displaysalist of al active user
accounts to choose from. Selecting the Groups radio button displays alist of all
groups created by the Syssem Administrator. Selecting the Template radio
button activates the drop-down menu list displaying all applicable route
templates.

3. Highlight the user ditting to your right from the User ligt.
4. Click the[ » ] button.

Note: Toremove auser from the routing sheet, highlight the desired user in the Route
Tofied and click the[ ¢ ] button

5. Click the [Select] button for the Route to PD* User .
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Select PDE Uszer

Albert C. Ganzermuller
Barbara E Brock,
Dena L W ammino
Joel Guzman

Jordyn Daviz

K-hang Hiu

Patrick Crowley
Sarab Proffitt

Systemn Adminiztrator

Select {  Cancel

|Warning: Applet Window

Figure 46: Select PD? User Window

6. Highlight the desired PD*user to whom you want the PR to be sent.

Note: You must select a PD? user from the PD? database before you can continue. For
the purposes of this lesson, select the PD? Administrator only. Once the PR has
left your desktop, PRweb treatsit asif you have approved it. All users on the
routing sheet must also approve the PR. When all usersidentified on the routing
sheet have approved the PR, the PR will be submitted to the PD? user sdected.

7. Click the [Select] button.

Note: Once the PR has been submitted into PD?, it will be displayed in your Archive
folder.

8. Click [OK] to Route the PR to the designated user.

The PR now displaysin the creator’s Outbox, and in the Inbox of the next user on
the routing sheet. If the PR does not display in the appropriate folder, you must
refresh the desktop. From the menu, select File > Refresh All to refresh the
desktop.

4.3 Hands-on Application: Approving a PR

The creator of the PR automatically approves the PR. When you are identified on a
routing sheet, you will receive the associated PR in your Inbox. You can review the
contents of the PR before you approve it by opening the PR.

1. Open your Inbox folder by double-clicking on it.
2. Highlight the PR from the person sitting to your left in your 1 nbox folder.

Note: You can review the contents of the PR if necessary by opening it.
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3. From the menu, sdect Purchase Request > Approve.

Approval - AAA123
Approval
Status; E approved _v_!
|
Coriars Great Jobl
0] 4 Cancel
|'warning: Applet Window

Figure 47: Approval - <PR Name> Window

Note: Approved isthedefault option in the Status drop-down box.

4. Select the“approved” option from the Status drop-down list box to approve the PR.

Note: You can asoinclude any additional notesin the Commentsfield. You can
select “regjected” or “contingent” from the Status drop-down list box if you want
to rgect the PR or mark it with a contingent status, respectively.

5. Click [OK] to apply the status to the PR.

Note: The PR will appear in the creator’s Ar chive folder after it has been fully
approved and sent to PD?.

Note: Anemail aert will be sent to All users on the routing sheet when a PR is marked
“Rejected” or “ Contingent”.

4.4 Hands-on Application: Viewing Approval History

The Approval History feature enables you to view the approval trail of aPR. Any user
whoisin the Approval process can view the approval history of a PR before approving it.

1. From the menu, sdect File > Refresh All.

2. Open the Archive folder.

3. Highlight the PR you just created.

4. From the menu, sdect Purchase Request > View Approval History.
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Approval History - ABC123

Approver | Date | Status Commentz
acquzer] 15-Mow-1999  approved
acquzerd 15-Mov-1993  approved
Syztem Adminiztrato 15-Mow-1999  approved

1] | 3

Cloze |

F-.-'»_-’arning: .ﬂ'-.pplé.t Wi

Figure 48: Approval History - <PR Name> Window

Note: All of the usersthat approved the PR are listed with the date and status, along
with any comments that can have been made. If the PR was rejected by a user,
the applicable comments would a so display.

5. Click the [Close] button to return to your desktop.

Note: Oncethe PR has been approved by all designated approving authorities, the PR
moves from the Outbox to the Ar chive folder.

4.5 Hands-on Application: Changing Archive Days for Approved PRs

Once all user’ s designated on the routing sheet approve a PR, it goesinto your Ar chive
folder. Itisvisblein your Archive folder for a specified number of Archive Days. Once
this number of days has passed, the PR isno longer visiblein the Archive folder. The
PR isnolonger vishle on your desktop but has not been deleted from the PRweb
database.

1. From the menu, sdect Preferences > Change Archive Days.

The Ar chive Days window opens.

Archive Days

E nter the nurmber of days, from the
creation date, that PR documents are
wizible from withir the Archive folder.

o

k. Cancel

!-Warning: Applet window

Figure 49: Archive Days Window

Note: The System Administrator sets the Archive Days default value. However, you
can edit thisfield and override the default value.
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2. Change the number of daysto the desired number.
3. Click [OK] to close the window and return to your desktop.

4.6 Instructor Demonstration: Return-Routing a PR from PD? to
PRweb

Onceall usersin PRweb have approved the PR, it is routed to PD? whereit can be
reviewed and approved or sent back to PRweb for changes. If the Contract Specialist
using PD*rgjects the PR for any reason, he/she can return the PR to PRweb for
corrections.

1. LogintoPD?

Note: If you have PD? log in asthe user that you routed the PR to.

2. Open the Inbox.
3. Open the folder containing the routed PR.

M Training PR =] E3
rumber | De=zcription | Ilzer | Date | Type |
on| abc123 03 MAR 0D 1528
B4 Training PR ker
Contract Security Classification Specification
abct123 03 mMAR 00 15:28
= SOW doc (AGL) ken
Atachment
P abc123 03 MAR 00 15:27
R Training PR ken
Purzhase Fequest

Figure 50: Training PR Window

4. Highlight the PR.

5. From the menu, sdect Procurement - Requirements > PRweb - Return to
PRweb.

6. Click [OK] when the Return Route Confirmation dialog box opens.

7. Click [OK] when the PR retur ned to PRweb dialog box opens.

8. Log out of PD%

9. LogintoPRweb.

The PR no longer displaysin any of your PD? desktop cabinets.
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5. Reports

PRweb provides two types of reports: PR Status Reports which enable the user to track
the procurement process of a PR, and Standard Reports which provide business process
gueries.

5.1 Instructor Demonstration: Generating a PR Status Report

The PR Status Report feature enables the user to track the progress of a PR after it has
been submitted to the Contracting Office. The PR Status Report provides a snapshot of
the PR, Milestone Plan, Salicitation, and Award document.

1.

3.

From the menu, sdect Purchase Request - PR Status Report.
The PR Status Report window opens.

Enter the number of the PR in the Sear ch Criteriafield followed by the universal
search symbol (%) to generate areport.

Sdlect the PR No. radio button.

Note: ThePR No. radio button allows the user to search by PR number. The Desc.

radio button allows the user to search by PR description.

PR Statuz Report E2
........ M Search Criteria
| Search |
Begin D ate: I Search By | & PR Mo, | @ MyPRs Clear
: I ~ " PRweb

End Date: Desc. Al Close |
PR MNumber: |

Creation Date; I

Drescription: I

Smmman BeETt. |

|Waming; Applet Window

Figure 51: PR Status Report Window
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4. Sdect the My PRsradio button.

Note: TheMy PRsradio button alows the user to display only PRs that were created
by that user. The PRweb radio button allows the user to display all existing PRs
that have been created in the AcquiLine PRweb module. The All radio button
allows the user to see the PRs that were created in PD>

5. Enter adart datein the Begin Date field. This date must be the same as or earlier
than the creation date of your PR.

Note: The date should be in the Month/Day/Y ear (MM/DD/YY YY) format.

6. Enter an end datein the End Date fidd.

Note: Thisdate must be the ssme or later than the creation date of the PR.

7. Click the [Search] button to search for the results matching the criteria entered.

A dialog box displays the number of records returned and asks if the user wishesto
proceed.

8. Click [OK] to continue.
9. Click the[+] button next to Query Result to display the PRs.

10. Click the [Summary Report] button to view a summary of the status of all PRs
displayed.

11. Double-click a PR Number to view a summary of that PR.
12. Click the [+] button next to the folder with the PR Number you just created.

Note: Three sub-folders display: Award, Solicitation and Milestone. Y ou can double-
click any one of the three itemsto view detailed information.
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PR Statuz Report E2

Search Criteria
I Search |

Begin D ate: |D1 A 42000 Search By | & PR Mo, | @ MyPRs Clear |
End Date: |DS£28£2IZIDD  Dess. | PRuweb
Al Cloze |

PR MNumber: |'| 23Tests

Creation Date; IDS;"D?QDDD

Drescription: ICop_l,l of Training

Requestar PD2 Document Owner
DEMNAEWTH IS_l,lstem Adminiztrator
dena_vamminal@ams.com Purchass Ackion
ISmaII Purchase
Total Est, Cogt Taotal Funded Amt. Pricrity
[$20.000 [s20.000 I
Line Items
| # | Desc, | Drelivery D ate | Glty, Tot. Est. Cost F|
iyl Training 20 $20,000.00 $4
F

4
Summary Report... | M

|Waming; Applet Window

Figure 52: PR Status Report Window

13. To clear the sdlection criteria, click the [Clear] button.

Note: New criteria can now be entered.

14. Click the [Close] button to exit the PR Status Report window and return to your
desktop.
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5.2 Instructor Demonstration: Standard Reports

The Standard Reports feature enabl es users to generate reports, pulling information
directly from the PRweb and PD*databases. Currently there are three Standard Reports
available: PRweb L ocator Report, View Canceled PR Status, and View Open PR

Status.
5.2.1 PRweb Locator Report
1. From the menu, sdect Purchase Request - Standard Reports.

The Standar d Repor ts window opens.

Standard Reports
Select Report
M ame | Drezcription
PRweh Locator Repart Location of PRz in raute for mare than five days.
Wiews Canceled PR Statuz Report Report on canceled PRz
Wiew Open PR Status Beport Repart on location of non-approved PRz
Kl 3
Sort By

Enter the new walue fn:nr:l

Parameter W alue

LI 3
k. Cloze

|Warning: Applet Window

Figure 53: Standard Reports Window

2. Double-click the PRweb Locator Report option in the Select Report pand.

Note: ThePRweb Locator Report providesalist of all PRsthat have been in routein
PRweb for more than five days. The report displays associated information for
each of these PRsincluding the user who caused the delay and the number of
daysthat the PR was delayed. The report also displays the current station and the
number of daysin that station.

3. Sdect “PR Number” from the Sort By drop-down list box.
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Note: The Sort By drop-down list box enables you to further define the search results
(e.g., you can sort PRs and display them by PR Number or Description).

4. Double-click “BEGIN_DATE” in the Parameter fied.

Note: The Parameter field enables you to further define the search results. For
example, if you want to view PRs created on a specific day, enter that datein the
Enter the new value for field above the Parameter table.

5. Click [OK] to generate the report.
The PRweb L ocator Report window opens.

PRweb Locator Report
FR # | Descripti-:u| Creatar | Ereatinnq Station |:|f| #nfDays| Eurrent5t| #nfDays| Total | =

1234-PR-C TestPR AlGanzerr Jul 18 200 userB 42 uzerB 42 42
1234568 =xuPR1Z2  acquserl  Jul 25200 userd9 L uzerds L L
123Train Traning  acquserl  Jun 14 200 AcquzerlC 55 AcguzerlC 55 )
123khang fraining K.hang Hiu Jun 1200 Al Ganzer 67 Al Ganzer BY a3
123pnnt  prnt html sproffitt Jul 27 200 michaelk 33 michaelk, 33 33—
21341234 61300 dena Jun13200 [Group E- 75 [Group E- 75 7a
23BEHT  Copyof Mo ASobol  Jul 31 200 jopcetest 29 jowcetest 29 29
2temps 2temps bbuzerb  Jul 4 2000 bbuzera 5B bbuzera BB s
32554 3452345 dena kay 26 20 Al Ganzer 91 Al Ganzenr 91 1

410 PRw 410 PRw dena Aug 7200 marshmelle 22 marshmellc 22 22

G req testl  mdawviz Jul 20200 [Davig] 40 [Caviz] 40 a0

B2 B2 bbtest Jun 27 200 bbuzera B5 bbusera  5h 55

BW13 BW13 bbtest Jun 28 200 bbuzera BB bbusera  Bh A5

B14 B14 bhtest Jun28 200 [Test4] &R [Testd] &R ala]

B3 B3 bhtest Jun 14 200 bbreg GY bhbreg GY GY

Bva Bva bhtest Jun15200 [Testd] B2 [Testd] B2 B2

BWh BWh bbtest Jun 16 200 bbuzera BB bbusera 56 a3

B'E B'E bbtest Jun13 200 bbuzera 56 bbuzera BB 5E
JB-001 Ll Tezting jovcetest  May 9200 joelb a9 joelb a9 a9

x| 3

e | & Erevious (et Print HTML R epart f
|Warning: Applet window

Figure 54: PRweb Locator Report Window

Note: You can click the[<<], [Previous], [Details], or [Print HTML Report] button
to aid in the report generation process.

6. Click the[Print HTML Report] button.
Thereport details display in the browser.
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/] Custom Reports - Microsoft Internet Explorer

J File Edit “iew Favartes | Tools  Help |

S | Q @ B S

Back Farard Stop  Refrezh  Home Search Favorites  History I il Frint
JAgdress I@ http:#veahon. amsine. com/ acquiline/report. htrl j f») Go
J Lirks @ Acquiline @ Customize Links @ Free Hatmail @Windows

PRweb Locator Report

1234-PR-00-4321 Test PR Al Ganzemuller Jul 18 2000 &:31:1 |
1234568 sxuPR12Z acoquserl Jul 25 2000 3:47:3
1253Train Training acquserl Jun 14 2000 10:54:4
123khang training Ehang Hiu Jun 1 ZOOO 3:50:3.
123print print html sprofficc Jul 27 2000 10:13:1
21341234 61300 dena Jun 13 2000 11:33:0
23456#1 Copy of MNuts and Bolts AZohol Jul 31 2000 1:13:0
ZLemps ZLemps hhuserk Jul 4 2000 4:16:5.
32554 3452345 dena May 26 2000 3:2ZZ:1:
4,10 PRueh 4,10 PRweh dens Aug 7 2000 3:10:5
& reg testl mdavis Jul 20 2000 1:48:5
BV1Z BWilz hhtest Jun &7 2000 4:259:4
BV13 BW13 hhtest Jun 28 2000 9:52:10
BvVig Bvi4 hhtest Jun &5 2000 4:02:4
B3 B3 hhtest Jun 14 2000 10:04:1
B4 BV bhtest Jun 15 2000 10:05:0°
BVS BVS hhtest Jun 16 2000 1:52:00-
1] | »
|&] Dore ’_’_|Q Inkemet 7

Figure 55: Custom Reports— Microsoft I nternet Explorer Window

7. From the menu, sdect File = Print to print the report.
8. From the menu, sdect File > Close.
The PRweb Locator Report window opens.
9. Click the[Close] button to return to the Standar d Repor ts window.

10. Click the [Close] button to close the Standard Reports window and return to your
desktop.

5.2.2 View Canceled PR Status Report
1. From the menu, sdect Purchase Request - Standard Reports.

The Standar d Repor ts window opens.
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Standard Reports
Select Report

Hame | Dezcription
PRweb Locator Report Location of PRz in raute for mare than five days.
Yiew Canceled PR Status Beport Beport on canceled PRz
Wigw Open PR Statuz Report Repart on location of non-approved PR3
Kl 3
Sart By

| =

Enter the new walue far;

I Erter |

Parameter Walle

LI 3
0k, Cloze

|Warning: Applet window

Figure 56: Standard Reports Window

2. Double-click the View Canceled PR Status Report option in the Select Report
pand.

3. Sdect “ORIGINATOR’ from the Sort By drop-down list box.

Note: The Sort By drop-down list box enables you to further define the search results
(e.g., you can sort PRs and display them by PR Number or Description).

4. Double-click “BEGIN_DATE” in the Parameter fied.

Note: TheParameter field enables you to further define the search results. For
example, if you wanted to view PRs created on a specific day, enter that date in
the Enter the new value for field above the Parameter table.

5. Click [OK] to generate the report.
The View Canceled PR Status Report window opens.
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View Canceled PR Status

PR Mumber | Dezcription | Creation Datei Originator | Cancelled D4 Cancelled B_I.I| k.0 Commet]
Cancel PR in Cancel PR in Aug 7 2000 . dena Aug 72000 ¢ denacg?

barshmellow's Marshmelow's dug 7 2000 .« marshmellow  Aug 7 2000 . denacg2
Cancelin PD Cancel in PD Awg 72000 « marshmelow Aug 72000 .« denacgZ

x| 5

e | & Erevious (et Print HTML R epart Cloze |

|Warning: Applet window

Figure 57: View Canceled PR Status Window

Note: You can click the[<<], [Previous], [Details], or [Print HTML Report] button
to aid in the report generation process.

6. Click the[Print HTML Report] button.
Thereport details display in the browser.
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/] Custom Reports - Microsoft Internet Explorer

J File Edit “iew Favoites Toolz Help

4]

A f | & @ O &

Back Farard Stop  Refrezh  Home Search Favorites  History I il Frint
JAgdress I@ http:#veahon. amsine. com/ acquiline/report. htrl j f») Go
JLinks @AcquiLine @Eustomize Lirks @Free Haotrnail @Windows

[~

View Canceled PR Status

Cancel PR in PD 2 Cancel PR in PD 2 Aug 7 Z0O0O0O 4:26:00:693PM dena
Marshmellow's Canceled PR's Marshmellow's Canceled PR's Aug 7 2000 4:35:14:690PM marshmel
Cancel in PD Cancel in PD Aug 7 2000 4:32:25:410FM marshmel

st

|@ Daone

’_ ’_ |4 Intemet 7

Figure 58: Custom Reports — Microsoft I nternet Explorer

7. From the menu, sdect File = Print to print the report.

8. From the menu, sdect File > Close.

Thisreturns you to the View Canceled PR Status Report window in PRweb.

9. Click the[Close] button to return to the Standar d Repor ts window.

10. Click the [Close] button to close the Standard Reports window and return to your

desktop.
5.2.3 View Open PR Status Report

1. From the menu, sdlect Purchase Request - Standard Reports.

The Standar d Repor ts window opens.
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Standard Reports
Select Report

Hame | Dezcription
PRweb Locator Report Location of PRz in raute for mare than five days.
Yiew Canceled PR Status Report Repoart on canceled PRz

iew Open PR Status Beport Heport on location of non-approved PR

Sart By

Enter the new walue far;

I Erter |

Parameter Walle

0| 5

0k, Cloze

|Warning: Applet window

Figure 59: Standard Reports Window

2. Double-click the View Open PR Status Report option in the Select Report pand.
3. Sdect “STATUS' from the Sort By drop-down list box.

Note: The Sort By drop-down list box enables you to further define the search results
(e.g., you can sort PRs and display them by PR Number or Description).

4. Double-click “BEGIN_DATE” in the Parameter fied.

Note: TheParameter field enables you to further define the search results. For
example, if you wanted to view PRs created on a specific day, enter that date in
the Enter the new value for field above the Parameter table.

5. Click [OK] to generate the report.
The View Open PR Status Report window opens.
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View Open PR Status

Creation Date | Originatar | PR Murmber | D escription | Location | Statuz j
Aug 22000 4:% dvammino] # not perfect worle not perfect worle emaill112 contingent —
Aaag 11 2000 171: dwvamminoT# contingent vailld: contingent vaild: dvamminoZ contingent
Aug 171 200017 dvammino] # contingent vaild: contingent vaild: dvammino2# contingett
Aug 171 200017 dvammino] # contingent appr; contingent appre dvanmmino2 4 contingent
Apr 27 2000171 michaelk REPORTS REPORTS michaelk draft
Apr 27 2000171: michaelk REPORTS REFORTS michaglk draft
Apr 27 2000171 michaelk REPORTS REFPORTS michaelk draft
Apr 27 2000171 michaelk REPORTS REPORTS richaglk draft
Apr 27 2000171: michaelk REPORTS REFORTS michaglk draft
Apr 27 200011 michaelk REPORTS REPORTS michaelk draft
Apr 27 2000171: michaelk REPORTS REFPORTS michaglk draft
Apr 27 2000171: michaelk REPORTS REFORTS michaglk draft
Apr 27 200011 michaelk REPORTS REPORTS michaelk draft
Apr 27 2000171: michaelk REPORTS REFPORTS michaglk draft
Apr 27 2000171 michaelk REPORTS REFORTS michaelk draft
Apr 27 2000171 michaelk REPORTS REPORTS michaelk draft
Apr 27 2000171: michaelk REPORTS REFORTS michaglk draft
bay 22000 9E npettis dafzdfsf azdfdf npettis draft
May 22000 35 npettiz dzfzdfsf azdfdf npettiz draft

LI F
i | & Breyioms [etaz Frint HTML Report {

|Warning: Applet window

Figure 60: View Open PR Status Window

Note: You can click the[<<], [Previous], [Detailg], or [Print HTML Report] button
to aid in the report generation process.

6. Click the[Print HTML Report] button.
Thereport details display in the browser.
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3 Custom Reports - Microsoft Internet Explorer
J File Edit “iew Favoites Toolz Help |
S B 3 | -
Back Farard Stop  Refrezh  Home Search Favorites  History I il
JAgdress I@ http:#veahon. amsine. com/ acquiline/report. htrl j f») Go
JLinks @AcquiLine @Eustomize Lirks @Free Haotrnail @Windows
3

View Open PR Status

Aug 2 Z000 4:35:57:5Z6PM dvamminolff not perfect world not perfect world

Aug 11 2000 11:20:25:4904M dvanminol# contingent waildation contingent vaildat

Aug 11 2000 11:20:25:490LM dvamminol# contingent waildation contingent wvaildat

Aug 11 Z000 11:22:3Z2:793LM dvarmminols# contingent approval contingent approva

Apr 27 2000 11:44:25:9064M michaeslk REFORTS REPORTS

hpr 27 Z000 11:44:25:906AM michaelk REFORTS REFPORTS

Apr 27 2000 11:44:25:906AM michaslk REPORTS REPORTS

Apr 27 2000 11:44:25:9064M michaeslk REFORTS REPORTS

Apr 27 Z000 11:44:25:906AM michaelk REFORTS REFORTS

Apr 27 2000 11:44:25:906AM michaslk REPORTS REPORTS

Apr 27 2000 11:44:25:9064M michaelk REFPORTS REPORTS

Apr 27 Z000 11:44:25:906AM michaelk REFORTS REFORTS

Apr 27 2000 11:44:25:906AM michaslk REPORTS REPORTS

Apr 27 Z000 11:44:25:906AM michaelk REFCRTS REFPORTS

Apr 27 Z000 11:44:25:906AM michaelk REFORTS REFORTS

Apr 27 2000 11:44:25:906AM michaelk REPORTS REPCORTS

Apr 27 Z000 11:44:25:906AM michaelk REFCRTS REFORTS -
4| | »
|&] Dore |4 Intemet 7

Figure 61: Custom Reports — Microsoft I nternet Explorer Window

7. From the menu, sdect File > Print to print the report.
8. From the menu, sdect File > Close.

Thisreturns you to the View Open PR Status Report window in PRweb.
9. Click the[Close] button to return to the Standar d Repor ts window.

10. Click the[Close] button to close the Standard Reports window and return to your
desktop.
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Lesson Review

During this lesson, you learned how PRweb supports the e ectronic submission or
requirements documentsinto PD?. Y ou learned that PRweb supports the creation of PRs
and Attachments, as wedll as the approval and submission process.

Upon completion of this lesson you should understand how PRweb supports the
Requirements Phase of procurement, successfully created a PR and Attachment, routed
the requirements, approved and submitted the requirements documents into PD? and
generated a summary report for that requirement.

The lesson review provides questions pertaining to the key ements covered in this
lesson.

1. Where does the PR reside on your desktop after the PR has been submitted into PD??

a.  Inbox

b. Outbox
c. Drafts
d. Archive

2. What function enables you to identify the Procurement Phase and Milestone Plan for
a given Requirement?

a.  Reports
b. Procurement phase
c. PD?interface

d. None of the above

3. What kind of reporting tool(s) does PRweb provide?
a  Custom Reports
b. Standard Reports
c. PR Status Reports
d BandD
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Answers to Lesson Reviews

Lesson 1
1 c
2. a
3 b
Lesson 2
1. b
2. d
3 c
Lesson 3
1. b
2. a
3 b
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